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PERSONAL DETAILS
Date of Birth
: 3rd March 1988  
Visit Visa: Visit Visa
Languages: English, Kiswahili 
PERSONAL PROFILE
Ability to work diligently to achieve the organization’s goals through hard work, honesty, upholding my dignity and integrity as well as the entire work ethics of my profession. 
PERSONAL ATTRIBUTES 
· Excellent communication and organization skills 
· Effective leadership skills with excellent coordination skills.

· Ability to work and a passion for improvement.
· Team player, motivated and enthusiastic. 

· Able to work with people from different cultures. 

WORK EXPERIENCE

November 2012 –January2015
: Mr. Price Fashion shop


 
Responsibility: Receptionist

· Identifying customer needs and wants

· Supervise junior employees and ensuring a safe working environment.

· Ensuring the compliance of SOPs, policies and procedures throughout the business.

· Attending supervisory meetings as representative of the assigned outlet while looking at the ways to improve all work stations.

· Daily replenishment, price check and ordering stock. 

· Welcoming the customer and offering them the best of customer service.

· Providing relevant information to the client to make him/her choose the right product and maintaining a healthy relationship with the client.

· To achieve annual sales budget by ensuring highest levels of customer service and store standards.

· Proactive on all areas of shrinkage prevention, stock accuracy and damages.

· Dealing with customer complaints.

· Handling customer queries.

· To continue to undertake company pledge by performing in the highest level of customer service to achieve the sales budget.

· Provide till transactions quickly and accurately.

· Provide professional till point service to close the sale and offer the customers an overall enjoyable shopping experience.

· Maintain and receiving all receipts for accounts purposes.

· Having and maintain high degree of discipline within the working premises.

December 2011 to January 2012: I.E.B.C 

Responsibility

        : Clerk

· Registering voters using Biometric systems 
· Keeping the database of the registered voters
·  Ensuring accurate accounts records are kept and taxes are paid in time.

· Preparing, analyzing and verifying financial documents.

· Preparing financial report for stockholders, creditors and regulatory agencie

· Collecting clients invoices and processing them for payment timely, accurately, and in accordance with the account payable policies and procedures

· Preparing salary and wages payrolls including deductions and accruals.

· Keep proper books of accounts like cash book

· Maintaining and recording the petty cash book/float.

· Performing banking services for the company and preparing invoice packages.

May 2010 – November 2011: Slope land Computer Services 

Responsibility                       : Cyber attendant
· Instructing students 

· Offering E-mail and internet services 

· Typing and printing 

EDUCATION BACKGROUND.

2010 - 2011

: Limuru Agricultural & Technology 
Certificate in I.T  
2004 - 2007

: Kanyenyaini Secondary School 

Kenya Certificate of Secondary










Education (K.C.S.E)


1996 - 2003

: Gakindu Primary School 


Kenya Certificate of Primary 










Education (K.C.P.E
HOBBIES.

· Playing football

· Gym 
· Reading novels

